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                                       Effective team working and communication 

1.Introduction 
This report is about effective team working and communication. There are many types of communication: verbal, non-verbal, written. Nowadays everybody communicate using different ways. More people are using internet, mobile apps such as what’s app, viber, skype, some are using e-mails. Communication between the people is very important also in the workplace, it helps understanding each other and do a better successful job. There are some modules of communication as well: Shramms, Shannon and Weavers and Berlo’s modules. Some people are better in talking with others, this can be reach with exercises, training and practise. 

2.Types of communication
2.1.Verbal

Verbal communication is sharing information using speech, words. By using words you can express yourself, your feelings, emotions, thoughts. How the people are going to understand you depends on your tone, volume, speed and others like the body language witch is part of non-verbal communication. For example somebody give a presentation his voice needs to be high and make sure that everybody can hear everything. Anyway verbal communication can not exist without the non-verbal, because people believe more in the body language and  tone of the speaker. Dr. Albert Mehrabian has a rule about the communication witch says 7% is a verbal, 38% is a vocalic and 55% is the general body language. 
2.2. Non-verbal communication 
Non-verbal communication has the same process as the verbal: sending and receiving a message but the main difference is that there are no words either written or spoken. There are four categories of non-verbal communication: aesthetic – art, music, physical – smile, body movements , winks, signs – special meaning, symbols – material objects. People have six main emotions: sadness, happiness, anger, fear, envy, love. Usually body language says more that the words can do it.
2.3. Written communication 
Written communication means sending a message using writing by sending a letters, e-mails, postcards and others. Technology allows communicate with each other more easy than years ago. When the communication is written sometimes can be miss understood, but usually you can explain what you think, how you feel by writing different words.
3. Modules of communication 
3.1. Shannon–Weaver model

Shannon and Weaver model, called also “mother of all modules”  is different from the others models because the message can be disturbed by noise. In this model we have a sender, encoder, channel (noise), decoder and then receiver. This type of communication is by using phones or telegraphs or radios. Sometimes the information can not be received correctly because of the noise. 
3.2. Berlo’s module 
Berlo’s model is quite similar to Shannon-Weaver’s model because again there is a channel. In this model we have a source, encodes, message, channel, decodes and receiver. The channel here can be smelling, hearing, touching, tasting. Is very important here the people witch communicate to have same level of knowledge and understanding of the subject witch they talk about. Otherwise it can not be useful the conversation. 
3.3. Schramm module of communication
In the Schramm module of communication is a circular type. We have a sender who encodes the message and then a receiver who decodes it. Both people have the same role. However there is no noise witch can disturb the message so it’s clear everything.

4. Communication at the workplace
The communication at the workplace is very important for successful business. In this kind of places we are using all types of communication such as written, verbal, non-verbal. However the communicating usually is more formal for example when employees talk with employer. Nowadays people prefer to speak with each other by using e-mails, because is more easy for them. However at the workplace most of the communication is verbal. For example in the hospitality employees send information by using words, but also they are sending messages by using computers to hive a note for the order witch they make. The technology these days gives a many opportunities for communication.




References 
www.rightattitudes.com Prof. Albert Mehrabian’s rule 



[image: ]

[image: ]
image1.jpeg
R SR e e A e e~ TS TEY T

N Tinity Saint David Effective T€3™ Working and Communication - Term 1
L) LONDON BMSW4002

In-class exercise 2

Exercise2: Writing an e-mail.

ne of your stu g
You are a teacher of Communication and have recenved this e-mail from one of your students:
[ Dear Sir,

|
| 1 am writing to you because I am confused gpout Communication. |
| Could you please explain:

1.What Communication is:
‘ 2. The Shannon-Weaver model. |
| 3. What is meant by non-verbal communication and why it is important. |
| Many thanks, |
| |_Lucy Mars.
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Student Name: ?ﬁb%\ﬂk‘/‘“ ulz&bo‘”({ Student ID/Group: ./ 30& Zﬁl Vi L0

Time allocated: 1 hour. Please return yourpapE’ to the lecturer upon completion. It will be returned
to you at the next session. You will need to include @ Scanned copy of this exercise in the form of an

appendix together with your Task 1 (part of the Assidnment for this module).

it endmmwertherestioniUt ollow
m?yﬁs working on some paperwork when her daughter came into the room upset.
As the child told Mary what was wrong and how she felt, Mary kept typing on her keyboard and

said, “It'll be OK,” and ‘Everything wil

| be all right.” She was confused when the child only ‘\

continued to become more and more frustrated. Just then, Mary’s phone rang and she was all
excited when she heard her friend’s voice. They spoke for fifteen minutes and when the call
ended, she turned and said to her daughter, ‘Oh, darling, that was Susan. I'm so excited about

seeing her tomorrow!". The child broke down and cried. i

S Why weren’t Mary’s calming words having any effect on her daughter?
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CASE 2: Steve was exhausted from work when his wife, Sally, came home. So he was quite
annoyed when she began telling him all that went wrong about her day. He interrupted her and
said, I’m so tired, can’t it wait?’. The next morning while they were in the kitchen making
breakfast, Steve said, ‘Did | tell you what happened at work yesterday?. Sally said nothing, but
walked out of the kitchen.

i Why was Sally upset?
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2 What could Steve have done to help the tension that had develo
ped?
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